HMAEEMEREILHR

VACANCY ANNOUNCEMENT

LHES

Announcement No.

SRFIRMC-154-09

14 Sep 09

%ﬁlﬁi; 1% cut off: 3 Aug 09
’ 2" cut off: 24 Aug 09
#47H:

13 Jul 09

Date of Issue

SEAH
No. of
Recruitment

1.HFE4R Job title (R Grade _5 /B LAD 3 )
IT Assistant (Customer Support), #548
(RRLEBZMHEE (BEYFR—K))

SERTATREZ T Z#% Acceptable Trainee Level: 1-4

1
X FHR [ HER Ogz% [ERT %
Administrative  Blue Collar Trade Security Medical
2.58BR Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka, Production Department (C300), Metrology Division (C370),
Metrology Support Branch (C373)

ENF535 AT Working Place: #7828 ™ SAET Tomari-cho, Yokosuka

4. S & 5B Area of Consideration
X #H MLC/IHA %8 (EBBEXA)

Current MLC/IHA Employee within Activity

Xl 2R MLC/IHA it ¥ & (BHIER)
Current MLC/IHA Employee in commuting distance
X | MLCIHAREXR(ETEHRE)
Current MLC/IHA Employee Japan Wide

[X] #+&B Off Base Applicant

3. BN FE R fEIwork Schedule (38_40 BRI Hllhrww )

£)17% 8 Work Days: Monday thru Friday BFEH - £IER

E)75BER - /KE Work Hours/Recess Period: 08:00 — 16:45/12:00 — 12:45
] & #h Night Shift X 7% Overtime  [X] tH3E Business Travel

5. A DFELE Type of Employment
X MLC
[] IHA
X1 & A Permanent
] BRE Limited Term (_» B Months)

CIHPT

6.8 M Z Duties

See attached sheet.

7B EN. BHREH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant
does not have such work experience, completion of 4-years college/university in a related field may qualify him/her at 1-5

level.
b. Must have GOJ ordinary driver’s license (A/T limited is acceptable).

c¢. Knowledge of Shipboard Instrumentation Systems Calibration (SISCAL), Windows applications such as Access, Excel,

Word, etc. and skill in using those databases and applications.

d. Ability to provide training and assistant relating to the Calibration Recall Inventory System (CRIS) Program.

e. Ability to supervise the Technical Library operation.

f. Ability to serve as the Automated Information Systems (AIS) and Terminal Area Security Office (TASO) representative of

C370 and act as POC for coordination of IT related work.

g. Ability to provide guidance and assistance to resolve difficult hardware and software problems.

h. Ability to speak read and write English at fluent proficiency level (LAD-3).

*An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level

as below.

1-4: a. One year of clerical, technical, or administrative work experience in any field. If applicant does not have such work
experience, completion of 4-years college/university in any field may qualify him/her at 1-4 level.

b. Must have GOJ ordinary driver’s license (A/T limited is acceptable).

*Handicapped applicants may be accepted, depending on the degree and kind of disability.

ﬁgﬁjj English Language Proficiency :

[ JAZE%E L None [ ]##R Basic [ |H#R intermediate [X]_E#& Advanced [ |4FERDEEN

Exceptional

2P Educational Background : N/A

| $a8F5E 18 T 5 License/Certificate Required : 7/8 #1588 See blocks 7 & 8




BHRR
8.2 9% M Application and Associated Documents Working
Condition

*[X] 22 7% i 3 FR#E Application for Vacancy Announcement

*[X] EPIRS 4R EEE Resume of Specialized Work Experience

*MEBAIL Complete * in [] BASE T Japanese [X#EZET English [1E 5 5 T4 Either
XBEABFETOT EBBEELEHFIINEL (A TERER) Copy of GOJ ordinary Driver's License
(AJT limited is acceptable)

[ 118 TEESIBAZ D E L Copy of Certificate

X ZEBOREANFIIAT 5L DDE L Certificate of English Proficiency (Copy)

X8O MEIF BT L. ICHEBEDEESRS EFT- K& ZE LV RIEMEE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BAEEUNDAIE. HNEAZEIERUV/RRR— FEFEO D E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy

9. WEEHEIRHSL Office to Submit

A& (B MLCIHARERR) &5MB GEfEXAR) T, RHEMNBEVET ., LRELERHMZEHSHEZDEVR,
EARHLTT SN, FRMHUIASE, (HRO BRANERRT— FEHHHV V2 —TORZRAMIRHFE LT
O600B&Y., #%06 0 OBFETIRHARETT, ) Office to submit is different for Current MLC/IHA
Employees versus Off Base Applicants.  Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement. (Application Drop Box under the
HRO Gate Office counter is accessible from 0600 to 1800.):

GEXE) LREHA4FD “BEHE" HE MLC/IHAREBDADIREE. S8 GEHRXE) MSOREEEIIEME
BYFTOTITEET S, When item #4, “Area or Consideration” above shows “Current MLC/IHA employees” only,
Off Base applicants will be rated ineligible.

1. W& (3 MLC/IHAfE¥8) RS Current MLC/IHA Employees must submit to:
T238-0001 #Z=)I|RfE7EE AR 1 F#h, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEFHAEEMBAANERRE (N132) COMNAVFIORJAPAN, Human Resources Office (HRO) Yokosuka
R #R/Extension 243-8152 JN Employment Division (N132)

2. 588 (FEGEEE) &% Off Base Applicants must submit to:

T238-0011 #Z)I| BFEZEEHAAVERE 1-6 F#EEIL4H  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
REIBESHBEFTHFEEREMEEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—F Management Section

EEEES Phone  046-828-6959

ZATHER - AIE—S82, 0830-1730 (HANDEHE#FR ) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese
Holidays) *EBRAEHEO BRI H5IZHERBLEHE T LY, Please contact LMO/IAA for questions on conditions of
employment.

10. EFENEH For Official Use

SRR M Activity POC : SRFJIRMC, MLC Manpower Division (C1160) FE (DSN) 243-4554 | 4553
PD No.:SRFJRMC-373-008 | PD is accurate and current. Certified by Activity: v | HRO: (7/1)mm7/9 ms 7/9

RHEEEZEHRZ L TWEWMEE EEORRICAEY FH A, Incomplete applications will not be considered.
RHESINEEEEHEITHIRL LFEEA Submitted applications will not be returned.

Rev: 10-31-06




IT Assistant (Customer Support) Task List

1. The incumbent is the resident expert in the Calibration Recall Inventory
System (CRIS) computer software. Provides training and assistant for all ships

and shore activities relating to the CRIS Program, diagnoses problems within the
CRIS Program and solves them. Maintains operation of the Fifty computers used in
the calibration process of Navy Test Equipment (T/E). ldentifies malfunctions
independently and determines cause of problems concerning hardware/software and
initiates corrective action. Requests assistance from Code 1230 on problems

beyond his capability. Insures up to date Metrology Documentation such as;
Instrument Calibration Procedures (ICP’s), Test Equipment periodicity information,
etc are available to each technician computer. (40%)

2. Utilizes the Calibration Requirements List (CRL) to provide the Shipboard
Instrumentation Systems Calibration (SISCAL) database for the planning and
execution of the SISCAL. Insures completed data is transmitted into the CRIS
program, available to ship/shore activity Calibration Coordinators. Recalls and
provides SRF customers electronically with recall reports for upcoming items due
for calibration each month. (35%)

3. Supervises the Technical Library operation. Insures all technical manuals are
stored correctly and easy to locate through the computerized tracking system.
Identifies additional technical manuals required and obtains through Navy Supply
System. (15%)

4. Incumbent is the Automated Information Systems (AlIS) and Terminal Area
Security Officer (TASO) representative for the SRF Calibration Laboratory Code
370. Attends meetings and conferences to stay abreast of the associated
requirements. (5%)

Performs other related and/or incidental duties as required. (5%)
License requirement: The position requires to have a valid GOJ ordinary driver’s

license (A/T limited is acceptable) to carry computers into the office and
deliver test equipment to ships, JMSDF, etc.
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